[bookmark: _GoBack]University Union Common Space Booking Application
Once completed please send to catering@otago.ac.nz
	Name of Event:
	

	Name of organiser:
	

	Contact mobile number:
	

	Contact email:
	

	Name of group/organisation/company if applicable:
	

	Is your organisation OUSA affiliated?
	

	Space requested to book: 
(Union Common Room or Union Hall)
	

	Date Proposed:
	

	Time requested:
(include set up and clean up time)
	

	Time of actual event:
	

	Number of attendees:
	

	Tell us about your event, what you will be doing with the space:
	

	Will food and/or beverage be present at your event?
Do you require catering?
	

	Do you require use of the Projector and/or microphone?
(For Union Common Room ONLY)
	

	Will you be moving furniture around in the space?
	

	Will you be bringing in any contractors, if so who?
	

	Has your group used this space before?
	



	I have reviewed the conditions and FAQ documents and hereby agree to comply with all stipulated terms in relation to my booking. Failure to adhere to these conditions may result in a fee being charged to my organisation, or the cancellation of my event.
All used equipment will be checked after your event and charged if damaged. 
	Name:

Signed:

Date:



